
FUNDRAISING CHECKLIST

B E L I N D A  E L L S W O R T H
S T E P I N T O S U C C E S S C O M

T I M E L E S S  S T Y L E

The  g rea t  pa r t  o f  f und ra i s ing  p rog rams  i s  tha t  peop le  want  to

suppor t  the i r  commun i t i e s .  Fund ra i s ing  can  in t roduce  you  and

your  p roduc t  to  an  en t i r e l y  d i f f e ren t  c rowd .

A re  you  exc i t ed  a t  the  p rospec t  o f  f und ra i s ing  bu t  don ’ t  know

where  to  ge t  s t a r ted?  

Fo l low  these  t a sks  to  secu re  a  r eward ing  fund ra i s ing  oppor tun i t y :

 

Fund ra i s ing  i s  a  $ 1 9  b i l l i o n  ma rke t .

A re  you  t ak ing  advan tage  o f  tha t  oppo r tun i t y ?
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1 .  F u n d r a i s i n g  L e a d  N o t e b o o k .  J u s t  l i ke  when  you  a re  work ing  to

book  pa r t i e s ,  w r i t e  down  a  l i s t  o f  eve ry  o rgan i za t ion  you  can

th ink  o f  who  migh t  bene f i t  f r om th i s  p rog ram .  Keep ing  a  l i s t  i s  a

g rea t  and  easy  way  fo r  you  to  keep  t r ack  o f  the  o rgan i za t ions  i n

you r  a rea ,  the  ones  you  have  con tac ted  and  the i r  l eve l  o f

in te res t .

2 .  H a v e  F u n d r a i s i n g  P a c k e t s  o n  H a n d :  You  want  to  be  su re  to

a lways  have  you r  Fundra i s ing  Packe t s  r eady  so  tha t  when  you

meet  w i th  o rgan i za t ions ,  you  have  a l l  t he  necessa ry  i n fo rmat ion .

I t  i s  impor tan t  to  a lways  have  a  f ew  o f  these  on  hand ,  j u s t  l i ke

you r  hos t  and  rec ru i t i ng  packe t s .  Keep  a  f ew  in  you r  ded i ca ted

o f f i ce  space  and  even  one  in  you r  ca r .  You  neve r  know when  the

oppor tun i t y  to  d i s cuss  fund ra i s ing  m igh t  appea r .

A  Fundra i s ing  Packe t  wou ld  inc lude  a  l e t te r  f rom you  to  the

o rgan i za t ion ,  the  bene f i t s  o f  f und ra i s ing  w i th  you r  company ,  the

income  po ten t i a l  a s  we l l  a s  you r  Fundra i s ing  ca ta log .  
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3 .  G e t  I n v o l v e d  i n  Y o u r  C o m m u n i t y .  Peop le  want  to  do  bus iness

w i th  peop le  they  know ,  l i ke  and  t rus t .  Ge t  i nvo lved  in  you r

commun i t y  and  ne twork  w i th  o rgan i za t ions .  When  you  sha re  a

genu ine  and  au then t i c  des i r e  to  he lp  a  commun i t y  o r

o rgan i za t ion ,  those  invo lved  a re  more  l i ke l y  to  work  w i th  you

because  o f  you r  commi tment  and  ded i ca t ion .  Ge t  i nvo lved  in  the

pa ren t - teache r  a s soc i a t i on  a t  s choo l ,  l o ca l  commun i t y  cen t re s ,

g roups ,  c lubs  and  so  on .  

S a m p l e  S c r i p t  o f  W h a t  t o  S a y

Once  you  have  you r  l i s t ,  i t ’ s  t ime  to  ge t  on  the  phone  and

connec t  w i th  the  o rgan i za t ions  you ’ r e  i n te res ted  in  pa r tne r ing  up

wi th .

He re  i s  an  example  o f  wha t  to  say :

 "H i  Hea the r ,  my  name  i s  Be l inda  E l l swor th  and  I  am an

independent  consu l t an t  f o r  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _and  I  was  wonde r ing  i f

you  had  a  f ew  minu tes  to  d i s cuss  an  amaz ing  fund ra i s ing

oppor tun i t y  f o r  you r  o rgan i za t ion?  G rea t !  Hea the r ,  i n  case  you

have  no t  hea rd  o f  _ _ _ _ _ _ _ _ _ _ _ _ _ ,  we  o f f e r

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ .  We  o f f e r  f und ra i s ing  p rog ram

tha t  i s  f un  and  easy .  
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Our program is very competitive with other programs and we

offer ___% profit to your organization.

The product is easy for your members to sell and as mentioned,

generates significant funds for the programs that are most

important to your organization.

I would love to be able to speak with you further in person. What

works best for you - mornings or afternoons?"

From there you will want to secure a date with the organization

where you will share your Fundraising Presentation as well be

able to answer any questions they have.

Getting Ready Checklist

 

So you’ve got a meeting. Now what? Follow this quick checklist to

ensure you are well prepared to optimize this opportunity:

 ___ Contact organization to schedule an in-person meeting.

 ___ Have a few Fundraising Opportunity Packets on hand. There

may be more than one representative at the meeting who requires

one.
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___Practice your presentation to sound comfortable and confident.

___ Have samples on hand to share with the chairperson of the

organization. You will want to leave these behind at the meeting.  

___ Schedule a follow-up meeting with the organization where you will be

able to answer any additional questions.

 ___ Begin the application process to submit to your Home Office (if

applicable)

 ___ Schedule a mini-training session with the organizers of the fundraiser

to maximize the program.

Once you have secured a fundraiser and met with the organizers, it is time

to start selling!

Here is a list of items you will need for the organization:

1. Fundraising Catalogs

2. Master Order Form

3. Tally Sheets for Members

4. Fundraising Poster for them to market. 
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Follow Up Check List

Once the fundraiser has ended, you will want to use this follow-up

checklist:

 ___ Collect tally sheets from organization and complete master order form

with chairperson.

 ___ Submit order to Home Office.

 ___ Have business cards and contact labels ready for when the order is

shipped. You want to be sure the customers know how to get in contact

with you if they want to re-order. You can also include a hosting/recruiting

postcard.

 ___ Schedule a time to drop off the order at the organization. Be available

to answer any questions they have.

 ___ Two days after you have dropped off the product, mail a thank-you

letter to the organizer of the fundraiser.

 ___ Keep in touch! Don’t let the relationship fizzle. Stay in contact with

the organization and develop an authentic, networking relationship.

Continue to show an interest and support for their organization. 
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